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When you log into your email with Gmail, it 
comes up to the main screen for when your 
account loads. To get to contacts, you’re going 
to want to click on where it says Mail in the left 
column, and then click the second option that 
pops up that says Contacts. 

After you click on 
where it says Contacts, 
it will show your 
contact list. To add a 
new contact, click 
where it says New 
Contact in the left 
column. 

When the page 
loads after 
you’ve clicked 
the link, it should 
show a screen 
with all the slots 
for the 
information you 
would enter for 
the contact that 
you’re adding. 
When you enter 
in the 
information, it 
should look like 
this: 



 

 

 

 

 

 

don’t need to look for a save button after entering the information, as it will save what you enter as 
you’re typing it. That comes in handy in case your computer or laptop happens to die or crash as you’re 
putting in the information. 

After you go back to the main screen that shows all of your contacts, your new contact will be 
there! You can go in and edit any of them at any time you want to. 


